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1. OVERVIEW

When you log in to the DART IR tool as a Read-Only user, the system limits your capabilities to
navigating the system and selecting the Incident report (IR) to view. For example, you can use the
Incident Search window to locate and display an IR, and then review the information in one or more
incident reporting tabs. The Consumer History tab is especially useful for reviewing IR information.

2. PROCESS DESCRIPTION

The process of using the DART Incident Reporting tool as a Read-Only user requires that you perform
the following procedures:

Access the IR tool and locate an Incident report
e Review the Incident report data
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2.1 Accessing the IR Tool and Locating an Incident Report

Use the following procedure to access the DART Incident Reporting tool and locate the desired IR:

Log in to the DART product as either a DA Read-Only user or DDRS Read-Only user.

2. On the main screen, select the INcident button. The system displays a blank Incident Reporting
window.

3. Select Search > Incident Reports from the Menu bar. The system displays a blank Incident
Search window.

4. Enter information into one or more of the search parameter fields at the top of the Incident
Search window and then select Search. The following illustration shows the search parameter
fields:
=10 x|

Clear Filkers |
san: Reviewer | Tlx| e [ Seach |
Last Name: | Status: [ = o i
First Name: | " Sentinel
The more information you enter into the search parameter fields, the more accurately the system
can perform the search. For example, the following illustration shows the results of searching
only on the last name WILSON:
=10l x|
Clear Filkers
55M: | Reviewer [ x| 1R Number |
Last Name: [WILSON Status: [ x| W Femiie
First Name: | " Sentinel
S| SN | e DateReceived | Date Ofncident | Reviewer Fnber | Penda | DOP | Seminel |2
0 0 MO0 4:30PM  |FRITZ Pak 318988 ! !
Submitted Wiilson Scott B/23/20106:06 PM | B/21,/2010 5:30 PM 19044 M M N
Cloged WALSOMN BARBARA E/19/2010 567 PM | BA13/2010 1:00 PM - |HOLLY ERIM E RN M A M
Clozed WILSON CYMNTHIA EA7/20109:52 AM | EAM6/201071200PM | DEPEW RENEE N7 M M N
Closed WLSOMN BaARBARA 6/14/2010 242 PM | BA14/201011:00 &M | EARLY AYIS 317143 M M M
Cloged WALSOMN FATHRYM EA4/20108:00 P | BAM3/2010 730 PM | FRITZ Pak 17350 M M M
Clozed WILSON JAMET E/14/2010 244 PM | EM3/20106:00 PM | DEPEW RENEE N7329 M M N
Cloged WLSOM PEGGY 6A15/2010 710 AW | BA13/20101:00 PM | DEPEW RENEE 7388 M M M
Cloged WALSOMN SalvaDOR  |EA14/2010 1:54 PM | BA2/2010 700 PM | FRITZ PAM A7 M M M
Clozed WILSON FPEGGY E/14/20101:43PM |EM2/2010515PM | DEPEW RENEE i M M N
Cloged WALSOMN DEER& EA4/2010 349 P | BA2/2010 200 P | HEIGES JULIE 37ET M M M
Clozed WILSON DAVID E/15/2010 925 PM | EA0/201010:00 PM | FRITZ PAM N7EES M M N
Closed WLSOMN B.. 6/10/2010 316 PM | 6342010 3:45 P JACKSON KATIE FEFFD M M M
Back | Nem Open Close |
500 + Incidents Found
As shown in the lower left corner of the Incident Search window, this search returned more
than 500 IRs. While you could use the Next button to move to subsequent pages of 500 results
each, this method is challenging and unnecessary if you possess more information about the
consumer or the IR.
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By contrast, the following illustration shows the results of searching for Daniel Wilson by using
his last name, first name, and Social Security number:

RI=EY
Clear Filkers .
SEM; [ooatmmeen Reviewer, | ~1x| 1R Mumber. |
Last Mame: IWILSDN Status: I jﬂ ™ Pending
First Mame: IDAN|EL I~ Sentinel

Date Of
Incidest MNurmnber

wILSON DANIEL 20101:56 PM | 4 010 1:00Fk | FRITZ PaM 309056
WILSOM DAMIEL 12/8/2003 2235 PM | 12/8/2009 8:25 4M | JACKSON EATIE 287503
WILSOM DAMIEL 942142003 1:44 PM | 9/21/2009 1:05 PM | DEPEW REMEE 278192
WwILSON DAMIEL 4/24/200370:07 ... | 4/23/2003 3:25 PM | DEPEW REMEE 251230
WILSOM DAMIEL 32742003 2:42 PM | 3/27/2009 1:50PM | DEPEW REMEE 247006
WILSOM DAMIEL 31242003 71:22 PM | 31242009 10:00 AM | EARLY AMIS 244631
WILSOM DAMIEL 1A12/2009 2:49PM | 11242009 7:30 M | JACKSON EATIE 235352
WwILSON DANIEL 9/17/2008 6:09 PM | 941772008 215 PM | DEPEW REMEE 218623
WILSOM DAMIEL FAA2008710:00 | 7/20/2008 10:00 AM | JACKSON EATIE 209103
WILSOM DAMIEL 31742002 409 PM | 31642008 6:05 PM | MCCLELLAM PEGGY 5 | 183339
WwILSON DANIEL 9/29/2004 3/27/2004 200 PM | Talbaott, Roseanne 67065

WILSOM DAMIEL 9/21/2004 3/20/2004 3:00PM | Tungett, Tammmy 66434

WILSOM DAMIEL £/18/2004 EA18/2004 2:00PM | Talbatt, Rozeanne 55749

IR

Status D ate Received Reviewer

Clozed
Cloged
Clozed

Clozed
Closed
Clozed

Clozed
Clozed

=l = = - = (=il [ = = - e ==

Z|Z|Z=|Z|Z|Z|Z|EZ2|E2|Z|Z|Z
Z|IZ2|Z|Z|Z(Z|Z ||| |=
Z|IZ=|I=Z|Z|I=Z2|(Z|IZ|IZ2|=2|=2=Z|=

Back [Hext Open Cloze

13 Incidents Found

Notice that this search narrows the search results to 13 IRs, making it significantly easier to
locate the IR to display.

You can also use the following other parameters in the Incident Search window to search for an
IR:

e The IR Status

e The IR Number

e IRs marked as Pending

e |Rs marked as Sentinel
Tip

At this time, you cannot use the Reviewer name as a search parameter.

Clicking a column header sorts the information by that column, which can also make it easier
to locate the desired IR. For example, clicking the IR Number column header arranges the
list by IR number in ascending order. Clicking IR Number again sorts the list by IR number
in descending order.

5. After you locate the desired IR, double-click on the row that contains it. The appropriate
Incident Reporting window appears and displays the selected IR so that you can review it.
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2.2 Reviewing Incident Report Data

The Incident Reporting window displays the contents of a selected IR, and contains the following main
elements:

Title bar

Menu bar

Consumer record fields
Incident reporting tabs

The following illustration shows an example of the Incident Reporting window and calls out the major
window elements:

Title Bar -l
Menu Bar Search  Reports  Help
Last Mame: IW’ILSDN S5 #: IH Address: |1114 HOMEYSUCKLE W aiver: IDD
Consumer
Record —_— First M ame: IDANIEL DOE: IDS.-"28.-"1 985 City: IB\uffton Eimaiiler a i off ettt
Fields Middle Name: [ CustiD:  [2764 State: [N Zip: [46714- |
D Incident D etails |d.§ Informedl D Narrativesl E' Eodingl IE Emaill & EonsumerHistowI :} Fol\ow-UpI
~ IFUR Incident Incident Status: ICIosed j
D ate/Time: 12/8/2009 8:25:00 &M DOP: Mo [Create MAL | e — 12842009 24629 P
Drate of Knowledge: FRM: Mo
Deleted D ate
Duplicate of IR: A Duplicate... |
Date Closed: I‘I 2/08/2003 jE'
i~ IFUR Consumer Frimary Funding Source: IDD iR j
I ame: D aniel Wwilson S5M: L
Address: 1714 Honepsuckle Gender: M Wwhere Occured: IWOkahOD j
H Blufftan, M 46714 DOE: 03/28/1985 ‘where Occured Other:
Incident Hen !
Reporting — Link Consumer... | Follow-Up: INot Fequired jﬂ
Tabs Perzon Responsible: I jﬂ
— IFUR Submitted By
D ate Submitted: 12/8/2009 2:35:58 PM T Sertinel Iﬁ
I ame: Derek Bemard
Pasition: Program Manager I= Serfine Cinsed By I jﬂ
Phore: [260) 8241253 I R I:]
B L= = Sentinel State Reviewsd: I vl:]
Email: [whicker@adifferentlight. com
Feporting Agency: BI-COUMTY SERVICES, INC. ANE: I jﬂ
L Han-Fepartable
L Fecipient Financial Transaction Feview [FHETE]
L Fending
Save Canee]
2.2.1 Title Bar

The Title bar contains the Incident Reporting window name and displays the number for the selected IR.

The right side of the Title bar also displays standard MS Office window controls that you can use to

minimize, maximize, and close the window.

222

Menu Bar

The Menu bar contains menus that you can use to manage IRs in the Incident Reporting window. When you

select a menu from the Menu bar, a list appears that contains the menu items that you can select.
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The Menu bar provides the following menus:

Search
The following item on the Search menu is available to Read-Only users:

e Incident Reports Select this menu item to display the Incident
Search window, which you can use to locate an
IR by using one or more search parameters.

Reports
The Reports menu provides the following item:

¢ Incident Print Select this menu item to display the Incident
Print window, which contains a copy of the
preview IR that appeared in the IFUR tool
when the reporter submitted the IR. The toolbar
in the Incident Print window includes tools
that you can use to navigate to a different page,
print, and export the preview IR.

Help
The Help menu provides the following items:

e User Guide Select this menu item to display the Incident
Reporting document library, which contains DA
and DDRS versions of the DART Incident Reporting
User Guide PDF files.

e About Select this menu item to display the About IR
window, which provides version and copyright
information about the DART Incident Reporting
tool.

2.2.3 Consumer Record Fields

The consumer record fields display the consumer’s DART or INsite account information for the
linked IR.

2.24 Incident Reporting Tabs

The incident reporting tabs display the information used to process the currently selected IR. The
Incident Reporting window contains the following incident reporting tabs:

Incident Details
Informed
Narratives

Coding

Email

Consumer History

Follow-Up

Title: DART IR for Read-Only Users Page 5 of 7 Version 1.0
Author:  Kent Farra Confidential Last Save Date: 30-Jul-2010



2.2.4.1 Incident Details Tab

When you select an IR from the Incident Search window, the system displays the Incident
Details tab by default. The left side of the Incident Details tab contains fields that provide
background information about the IR. The right side of the Incident Details tab displays the
fields that the Reviewer used to process the IR.

2.2.4.2 Informed Tab

The Informed tab contains fields that correspond to the fields in the Informed section of the
IFUR tool. The fields on the Informed tab display the values that the reporter originally entered
on the IR in the IFUR tool.

2.2.4.3 Narratives Tab

The Narratives tab contains multiple sub tabs that display the original incident description and
plan to resolve, as well as any notes added by the Reviewer or other users. The following sub tabs
can appear in the Narratives tab:

General

PRN

Death

Sentinel

Reviewer Notes
Follow-Up Questions

The PRN and Death sub tabs only appear if the corresponding PRN and DOP fields were
completed for the IR in the IFUR tool. The remaining sub tabs always appear, regardless of
whether the sub tabs contain information.

2.2.4.4 Coding Tab

The Coding tab contains a directory structure of coding categories that the Reviewer used to code
the IR, along with the Describe the Incident and Plan to Resolve field notes copied from the
Narratives tab. If the IR is an original record that was submitted to the current DART IR product,
you can expand the categories to review which codes were applied.

If you are viewing an IR that was migrated from a previous incident reporting system, a Display
Migrated Coding check box appears in the lower left corner of the Coding tab. You can click
this check box to display the coding values that were applied to the IR in the previous incident
reporting system.

2.2.45 Email Tab

The Email tab displays an email queue that contains records of the emails that were sent for the
IR from the DART IR system.
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2.2.4.6 Consumer History Tab

The Consumer History tab displays a table of all of the IRs submitted for the consumer. The
following illustration shows an example of the Consumer History tab:

& Cansumer Histary I

IR # | Imcident D ate | Statuz | Coding | Sertinel | DoP | PRN

Residence Uninhabitable - Other Safety |ssues N N N

286222 [11/30/2009 3:00:00 PM | Clozed
Medical Conditions - Circulatory System

263046 | 74542009 5:00:00 FM Clozed Hozpital Admizzion For - Emergency Room M M M
Other - Describe in M arative

262461 | 74242009 3:30:00 Ak Clozed Abuge - Physical, Aggression to Peer M M M

56652 |B/9/2009 I5500AM  |Claseq | BDuse - Physical Angression to Peer M N M

Medical Conditions - Injury, Breaks, Bums, Poisoning
Cause OF Injury - Other Individual

Abuge - Physical, Aggression to Peer N N N
Abuze - Phyzical. Recipient to Recipient

Medical Conditions - Skin and Subcutaneous Tizzue

257334 |6/3/200311:10:00AM | Clozed

Other - Describe in Marative
Medical Conditions - Hearing
27440 | 64142009 4:30:00 P Clozed Medical Care - Medical Care by Physician or Medical Care Center M M M
Medical Conditions - Symptoms, Signs. other conditions [Describe in Marrative)

COther - Describe in Marative

Conzumer Supports - Staff not adequately trained
24BB82 | 3/24/2009 8:30:00 P Cloged Conzumer Supports - Staff not providing support activities as designated M M M
Medication Errar - Wrong Doge Given

Medical Conditionz - Bruizing

Hogpital ddmiszion For - Day for Qut-Patient Procedures
Medical Conditions - Injury, Breaks, Bums, Poisoning
Cauze OF Injury - Medical Condition

239014 1220009 83000 A Clnzad Hrznital ddmizzinn For - Medical Medication Therano (41 ] ] ] i

Open |

You can open an IR on the table by double-clicking on the IR record or by selecting the record
and then clicking the Open button in the lower right corner. The Incident Reporting window
displays the opened IR, and each of the incident reporting tabs reflects the corresponding
information that was used to process the IR.

You can sort the information in the table to aid in locating a desired IR to view. By default, the
system sorts the table by the Incident Date column in descending order. To change the sort order,
click on a different column heading. The system applies an arrow icon to the column heading to
indicate the direction of the sort. An up arrow indicates an ascending sort, while a down arrow
indicates a descending sort.

2.2.4.7 Follow-Up Tab

The Follow-Up tab displays the information that Reviewers used to process a Follow-Up report
(FUR) that was associated with and ultimately linked to the selected IR.

When you have finished reviewing IRs in the Incident Reporting window, select the Close window
control in the upper right corner to close the window.
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